State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Associate Governmental Program Analyst

DWR POSITION NUMBER
1752-5393-001

SAP POSITION NUMBER MCR
50001346 1

APPOINTEE
VACANT

SAP PERSONNEL NO.
XXXX

DIVISION/SECTION
Safety of Dams/Administration Section

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED
[ supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)
Veronica Banuelos

SUPERVISOR'S CLASSIFICATION
Administrative Officer Il, (RA)

APPROVED BY (Personnel Analyst's Name)

DATE

L.Wagner 11/25/15

Percent of

Time Activity

POSITION SUMMARY

Under the direction of the Administrative Officer Il, Resource Agency (RA), the incumbent performs
the more complex, technical, and analytical budget, program analysis, and program control
functions for the Division of Safety of Dams (DSOD).

ESSENTIAL FUNCTIONS

The position requires the incumbent to: work cooperatively with all levels of staff; act in a
professional and tactful manner; communicate effectively; follow written and verbal instructions;
multi-task, adapt to changes in priorities, and complete tasks and projects with short notice;
maintain confidentiality and apply knowledge of Department and Division policies and procedures.
The incumbent must maintain regular, consistent, and predictable attendance. The specific
essential duties are:

40% Consult with and make recommendations to budget managers and supervisors on the more
complex fiscal activities. Prepare, analyze, review, and submit completed budget plans, schedules,
drills and supporting documentation to ensure Department and Department of Finance procedural
compliance. Utilizing SAP, the Departments’ Enterprise Business System, monitor, report, and
control expenditures, commitments, and balances associated with the Dam Safety Program on a
weekly, monthly, quarterly, and annual basis. Analyze extracted SAP data and provide
management with accurate reports on demand. Prepare and maintain the more complex
spreadsheets to forecast current year expenditures. Prepare technical reports and documentation
for audit purposes. Perform year end open and close fiscal tasks. Review and prepare budget
documents including Budget Change Proposals, Concept Papers, Program Component Statements,
and Capital Outlay requests. Develop fiscal and organization data and prepare justifications for
budget proposals. Analyze control agency budget instructions and update internal procedures.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE

Veronica Banuelos >

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 1752-5393-001 50001346 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
VACANT XXXX Safety of Dams/Administration Section
Pe_rl_?ﬁlrg of Activity
30% Work closely with the Division, the Budget Office, Accounting, Fiscal Services, and other
departmental organizations on fiscal matters. Advise, coordinate and make recommendations to
managers regarding budget drills received through the Department's Budget Office. Prepare,
review, and analyze annual dam fee data that is used by the Department’'s Accounting Office to
generate invoices for all dam owners. Prepare annual fee analysis reports. Review invoices for
accuracy and ensure all invoices are sent to the dam owners by billing dates mandated by the
California Water Code. Monitor incoming annual fees posted in SAP to determine if all invoices
have been paid. Track revenue received and refunded in SAP's Fl module. Annually review and
analyze collected revenue to determine which revenue can be considered earned and cleared for
the fiscal year. Prepare fiscal memorandums and complete more difficult, or complex, special
assignments.
15% Prepare annual grant application packages to obtain grant funding from the Federal Emergency
Management Agency (FEMA) and establish annual reimbursable authority for FEMA funding.
Monitor FEMA expenditures in SAP to ensure proper management and control of expenditures.
Compile and collect costs of travel, software, hardware, other equipment; analyze and determine
labor dollars expended through the FEMA grant. Prepare and provide quarterly reports and annual
close-out reports to the Division Chief and FEMA as required.
15% Perform contract analysis by tracking and monitoring purchase orders, invoices, and expiration

dates for contracts and inter-agency agreements; analyze and reconcile SAP data in a
comprehensive spreadsheet. With sufficient lead time, notify contract managers of necessary
contract amendments. Prepare amendments, funding strips, fund transfers, and other documents
as needed. Diligently process invoices by established due dates to avoid penalties.

Track and control out-of-state and out-of-country travel; review requests, notify management of
changes in Department travel policies, and make recommendations to facilitate employee travel.
May act for the Administrative Officer during periods of absence as necessary. May require travel
on public roadways to attend meetings and/or training.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 1752-5393-001 50001346 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

VACANT XXXX Safety of Dams/Administration Section
Pe_rl_ci:r%rét of Activity

OTHER RESPONISBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or Public Affairs Office during Governor declared
emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position
may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal OES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
Incumbent must be proficient in using Microsoft Office. Must possess a valid California's driver's
license.
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Veronica Banuelos
	SUPERVISOR'S CLASS: Administrative Officer II, (RA)
	personnel analyst: L.Wagner
	personnel date: 11/25/15
	PERCENT OF TIME: 












40%
	activity: POSITION SUMMARY
Under the direction of the Administrative Officer II, Resource Agency (RA),  the incumbent performs the more complex, technical, and analytical budget, program analysis, and program control functions for the Division of Safety of Dams (DSOD).

ESSENTIAL FUNCTIONS
The position requires the incumbent to: work cooperatively with all levels of staff; act in a professional and tactful manner; communicate effectively; follow written and verbal instructions; multi-task, adapt to changes in priorities, and complete tasks and projects with short notice; maintain confidentiality and apply knowledge of Department and Division policies and procedures.  The incumbent must maintain regular, consistent, and predictable attendance.  The specific essential duties are:  

Consult with and make recommendations to budget managers and supervisors on the more complex fiscal activities.  Prepare, analyze, review, and submit completed budget plans, schedules, drills and supporting documentation to ensure Department and Department of Finance procedural compliance.  Utilizing SAP, the Departments’ Enterprise Business System, monitor, report, and control expenditures, commitments, and balances associated with the Dam Safety Program on a weekly, monthly, quarterly, and annual basis.  Analyze extracted SAP data and provide management with accurate reports on demand.  Prepare and maintain the more complex spreadsheets to forecast current year expenditures. Prepare technical reports and documentation for audit purposes.  Perform year end open and close fiscal tasks.  Review and prepare budget documents including Budget Change Proposals, Concept Papers, Program Component Statements, and Capital Outlay requests.  Develop fiscal and organization data and prepare justifications for budget proposals. Analyze control agency budget instructions and update internal procedures.


	classification: Associate Governmental Program Analyst
	appointee: VACANT
	dwr position number: 1752-5393-001
	sap personnel no: XXXX
	sap position number: 50001346
	division: Safety of Dams/Administration Section
	mcr: 1
	percent2: 30%
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	activity2: Work closely with the Division, the Budget Office, Accounting, Fiscal Services, and other departmental organizations on fiscal matters.  Advise, coordinate and make recommendations to managers regarding budget drills received through the Department's Budget Office.  Prepare, review, and analyze annual dam fee data that is used by the Department's Accounting Office to generate invoices for all dam owners.  Prepare annual fee analysis reports. Review invoices for accuracy and ensure all invoices are sent to the dam owners by billing dates mandated by the California Water Code.  Monitor incoming annual fees posted in SAP to determine if all invoices have been paid. Track revenue received and refunded in SAP's FI module.  Annually review and analyze collected revenue to determine which revenue can be considered earned and cleared for the fiscal year. Prepare fiscal memorandums and complete more difficult, or complex, special assignments. 

Prepare annual grant application packages to obtain grant funding from the Federal Emergency Management Agency (FEMA) and establish annual reimbursable authority for FEMA funding.  Monitor FEMA expenditures in SAP to ensure proper management and control of expenditures. Compile and collect costs of travel, software, hardware, other equipment; analyze and determine labor dollars expended through the FEMA grant.  Prepare and provide quarterly reports and annual close-out reports to the Division Chief and FEMA as required.

Perform contract analysis by tracking and monitoring purchase orders, invoices, and expiration dates for contracts and inter-agency agreements; analyze and reconcile SAP data in a comprehensive spreadsheet.  With sufficient lead time, notify contract managers of necessary contract amendments.  Prepare amendments, funding strips, fund transfers, and other documents as needed.  Diligently process invoices by established due dates to avoid penalties. 

Track and control out-of-state and out-of-country travel; review requests, notify management of changes in Department travel policies, and make recommendations to facilitate employee travel. May act for the Administrative Officer during periods of absence as necessary. May require travel on public roadways to attend meetings and/or training.












	percent 3: 








	activity3: OTHER RESPONISBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
Incumbent must be proficient in using Microsoft Office. Must possess a valid California's driver's license. 



	supervisor name: Veronica Banuelos
	employee name: Vacant


